PeopleSoft CONHEC

Printing the NDS Department s
Action Notices Report

June 29, 2004

Breadcrumbs: Home > Administer Workforce > Administer Workforce (GBL) >
Report > NDS Department Action Notices

REQUESTING A NDS DEPARTMENT ACTION NOTICES

Use the following navigation to ‘NDS Department Action Notices’ and select ‘Add a New
Value.” If you have run this report before, you can ‘Search’ or simply enter your ‘Run
Control ID'.
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Home = Administer Workforce = Administer Workforce (GBLY = Repart = ND'S Department Action Notices T W D

€ Home 2 Warklist

ND'S Department Action Notices

Find an Existing Value

Run Cantral ID:|
[ case sensitive

Advanced Search

Add a Mew Walue

‘Run Control ID’ is primarily for technical tracking of processes. We recommend you
simply use your 5-digit Business Unit in that field, then click ‘Add’. In the future, you may
simply enter your Business Unit in the previous screen and it will recall your ‘Run
Control'.

On the screen on the following page you need to Click ‘Run’.
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The following screen shows the parameters for the report and the *Format defaults to
‘HTM'. The report is formatted to show best in adobe PDF format, so we recommend
you select “Web” for the Type and ‘PDF’ for the Format. Then click ‘OK’ and you will be

returned to the previous screen.

o

@ Home

Home = AdministerWorkforce = Administer Wiorkforce (GBLY = Report = NDS Department Action Notices ey Wihd o
Process Scheduler Request

User ID: Iberger Run Control ID: 1

Server Name: ¥| RunDate: |06/28/2004 ]

Recurrence: |—"| Run Time: 11:11:1 5AM

Time Zone: | v| Resetto Current DateTime ]

Process List

Select Description Process Name Process Type Type *Format

Department Action Motices PEROD1_S SCR Report Wigh v| FDF v| Eﬁ
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When you are returned to this screen, click on ‘Process Monitor’ to view the status of the
report running.
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At the Process Monitor screen, click on ‘Refresh’ periodically until the Run Status of your
report shows ‘Success’. Then click on ‘Details’.
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When you come to the Process Detail screen, click on “View Log/Trace” to get the next

screen with the report file name.

o

Horme = PeopleTools = Process Maonitor = [hiuire = Process Requests

2 Worklist

Process Detail

Instance: 28061 Type: SOR Report
Name: PERODT_S Description: Departrnent Action Motices

Run Control IDv: 1
Location: Serer
Server: PENT

O Delete Request
Recurrence:

Request Created On: 06/28/2004 11:11:55AM CDT Parameters Transfer

Run Anytime After:  08/22/2004 11:11:15AM CDT Message Log

Began Process At OG/28/2004 11:12:02AM CDT Batch Timings /
Ended Process At:  06/28/2004 11:14:324M CDT View LogTrace

e Wi ove

Then click the report name below to view the report.

Report/iLog Viewer ‘ =
Instance: 285961 Type: SOE Report
Name: PEEOOT1 3 Fun Cutl ID: 1
Status: Success Submnitted By: lberger
Server: PENT Recwrence:

Department Action Notices

Trace File 187 bytes Mon Jun 28 11:11:55 2004
PEROO1 § 28961.PDF 698913 bytes Mon Jun 28 11:14:09 2004
Message L og 1558 bytes Mon Jun 28 11:11:55 2004
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The report, shown below, may then be saved wherever you prefer to store it or you may
print it on your own printer.
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H Report ID: PERDO1 DEPARTMENT ACTION WOTICES Page No. 1

= Run Date 06/28/20
7_ Businees Unit: Department: * Run Time 11:12:08
W

_g Employes Birthdays In Next 30 Days

g Employes Name Birth Day
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E No Increases for 11 Months or more

§ Employes Name Last Increase Date
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